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In this tutorial you'll learn how to export a text file from the client (FoxPro) side of SIS and
to format it for use in a spreadsheet. Then you’ll see how to open and save that file in Excel.

Creating an Export File in FoxPro

Several reports, such as the student directory, contact list, locker reports and some
scheduling reports have the File Out option. The File Out allows you to choose “File” as the
report destination, which allows you to open the file in an Excel spreadsheet. We'll use the
Student Directory report as our example.

ort
ni-Stansbury High School
File Reports Help Date: 02/07/2011

Generating the Re

TT——— T
3

Student Editor
=

*

A= UT Student List Address/Contact
Lockers Assign Grad Code § il UT Student List by Family
‘[l Student Mailing Labels

Student Data Labels

Student Directory
Student Birthday List
Student Status Changes
Student Advisor List
Contact List Report

Once you've selected whatever options you would like to include, like Student Phone and
Student Address, you'll need to select “File” as your print option. This is so you can access
the file parameter screen. You can get to the “File” option quickly by selecting either the
direct print button (the one with the picture of the printer) or the “Print w/Setup” button.
You only need to choose “Preview” if you would like to preview first. NOTE: The preview
does not include all the data that the file out includes.
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r'] , 2000

[File Reports Date:02/07/2011

<

Student Directory
Include opt-outs

When you press the direct print button or the “Print w/Setup” button, the following screen
will display.

<) <

=

Click Continue to see the following screen.
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Fields: File:
Field Max Rec Rec Export Type Separator Delimiter
Description Len Start Len —— = I None |—
Y Student ID 10 _Jna_|10_ B[S Deimited - Comma
BED 10 Inva |10 Fixed Column Tab
| | Last Name 30 |nfa |30 £ Blank
| | First Name 20 |nfa (20
Middle Name 20 |nfa |20 Numbers: Characters:
Gender 1 nfa |1
Ethnicity 1 nfa |1 {+ I Riphtdustify v | Delimit I~ Upper Case
| |Race 2 nfa |2 (I Left Justify. ™ ZeroFill
| | Grade Level 2 nfa |2
|| Student Status 1 nfa |1 _~|/| Dates:
Field Max Frerd] Order Year Separator
Description Length Start # YMD =YYy I None |—
| student ID 10 nfa MDY vy
c = '
[v Extract 10 EI Characters Starting At 1 EI Die
Export Cancel

Field Description

The Field Description portion of the screen lists the different pieces of data that will be
part of your Excel file. You can change the order of the fields by dragging and dropping a
field name to the position which you would prefer. If there are data items you don’t want in
your spreadsheet, you can leave them off the extract by clicking on the item you don’t want
extracted and then uncheck “Extract” in the bottom left-hand corner of the screen.

Remember that you can just as easily make these same changes in the Excel file once the
export has been done.

8 52000 ot PRt P

Fields: File:

Field & | Max Rec Rec Export Type Separator Delimiter

Description Len Start Len Pp—— = P |—
Student ID [ c oo

ssiD 10 |z [0 Fixed Column Tab

Last Mame 30 |n/a |30 *_Blank

First Mame 20 na |20

Middle Name 20 jnfa |20 Numbers: Characters:

Gender 1 na |1

Ethnicity 1 na 1 £+ IRighitd ustify: v Delimit [~ Upper Case

Race 2 n'a |2 (" Left Justify. ™ Zero Fil

Grade Level 2 nla |2

Student Status 1 nfa |1 _~|/| Dates:
SECE e Teern Order Year Separator
Description Length Start & YMD & vy [v None |—
' Student ID 10 nfa MDY vy

= = r~

v Extract 10 EI Characters Starting At 1 EI Dy

Export Cancel

Export Type
In the File section of the screen, under Export Type, choose “Delimited”. This is the default
choice, so you shouldn’t have to make any changes. Delimited means that the file’s fields

are separated by a special character, such as a comma or tab.
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Last Name
Student ID
85D

First Name
Middle Mame
Gender
Ethnicity

Race

Grade Level
Student Status

Separator and Delimiter

Next, we look at the Separator. We suggest that you use either comma or tab. For
Delimiter, place a checkmark next to “None”. If you use a delimiter, text fields will be
surrounded by quotes.

Last Name
Student ID
SSID

First Name

Race
Grade Level
Student Status

File Location
Next, you must choose a location where your export file will be saved. Click on the
Location button.
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s s . ==
Fields: File:
Field Max Rec Rec Export Type Separator Delimiter
Description Len Start Len [ﬁpo ) e lﬁpa
Y Student ID 10 Jna_J1o_ESAHIES Delimtcd - Comma
3510 10 nia 10 Fixed Column Tab
Last Name 30 |n/a |30 ) © Blank
1 Location . ..
| |First Name 20 nfa (20
Middle: Name 20 |nia |20 Numbers: Characters:
| | Gender 1 nla |1
Ethnicity 1 nia |1 I+ IRightdustify ¥ Delimit I~ Upper Case
Race 2 nfa |2 Ileftustifg [~ Zero Fil
| | Grade Level 2 nla (2
| | Student Status 1 nfa |1 || Dates:
Field Max Record | | Order Year Separator
Description Length Start = YMD 5 WYY Iv None |—
| Student ID 10 nfa ~ MDY vy
5 5 "
[v Extract 10 EI Characters Starting At 1 EI (eI
Export Cancel

When the “Save As” screen appears, browse to where you would like to save your file.

NOTE: If your SIS is hosted by USOE, you'll need to browse to “C on computername” as your
location, where “computername” is the name of your computer. This will allow you to save

the file to your local computer.

ERER

Savein:

=
=

Recent Places

Desktop
Libraries
. |
==

Computer

@

Network

Apps - 0 &
Mame = Date modified Type
Ma items match your search,
4 | n C
Export To ot ] - Save
Save as type: [Hle ("bd) v] [ Cancel ]
Code Page...

Once you've navigated to where you would like to save the file, give the file a name and

press Save.

Be aware that once you click on Save, you are only saving the location. You have not created

the file yet. To actually create the file, you'll need to click on Export.
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a5 0 s P ==

Fields: File:
Field Max Rec Rec Export Ty Separator Delimiter
Description Len Start Len [ W2 = r -
 Delimited = Comma i I_
| |Last Name 30 nfa |30 -~ e P
|| Student ID 10 |na |10 Fixed Column Teb
[|ssiD 10 |na |10 LE=
| |First Name 20 |nfa (20
Middle Name 20 |nfa |20 Numbers: Characters:
HGonder — J1 Jua 1
|| Ethnicity 1 |va |t ©RhtJustiy W Deimit | I Upper Case
|_|Race 2 a2 {ILeitdustify ™ ZeroFil
| | Grade Level 2 nla |2
| Student Status 1 nfa |1 d Dates:
Field Max Record | | ©Order Vear Separator
Description Length Start & vMD & vy ¥ None I_
IGender |1 Im‘a MDY Y
v Extract I 1 3: Characters Starting At I 1 3: e
Export Qancell

You'll get a message that the file has been successfully created, as shown below.

w -
2000+ Student Directory - Sani-Stansbury High School [2...|.I£|_|E&
e _— rs i F—

File Reports Date: 02/07/2011

File CAUSERSVWCKERSEYWDESKTOP\STUDENT DIRECTORY.TXT has been
successfully created.

Legal Bindings

(=
Preview. . | | Erintw!Setuq Reset All | Quit |

Press OK. You will then see the records being extracted.

© 2011 Utah State Office of Education — SIS2000+ File-out Page 8



@ Utah*¥ Education
SIS -2000+ File-out

515 2000+ Student Directory - Sani-Stansbury High Scheol [2.. =A™
o IS A L R AL e

File Repeorts Date:02/07/2011

roduce:

iuc Title
Iv Listing v Summary |Student Directory

Include:

" Contacts FERPA Opt-out:

™ Student SSN Include opt-outs =
v Student Phopne

[ Unli Extracting Records . . . 20% done. ‘
v | Stude

[ Tribal - | ‘

[ Legal Bindings

(=
Preview. .. ‘ | Print waetupl Reset All ‘ Quit

When this is done, press OK on the screen that appears. Now you can open the exported file
in Excel.

Importing the File into Excel
First, open Excel. Then go to File > Open and browse to the folder where you saved the
exported file. You'll notice that your file is not visible in that folder. That’s because the

default file type the system is looking for is a .xls file type and the file you exported is a text
file.

@ e <« ckersey » Desktop » Export Folder - || Search Export Folder pe
QOrganize * Mew folder =~ 0 I@I 0
o MName Date modified Type
[ Favorites b
Bl Desktop Mo items match your search.
4 Downloads

il Recent Places

m

- Libraries
3 Documents
J’ Music
| Pictures —

B Videos

1M Computer
S Local Disk (C:)
¢ sys (MWUSOE-FS1)

g% computer (\Ndell = ¢ | [ | D
File name: -l [AH Excel Files (*.al*:* xlsg* adsm; V]
Tools - [ Open |vJ [ Cancel ]
Finding the File

Click the drop-down arrow and choose either “All Files” or “Text Files”.
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I | 4

- [ Excel Files (*ad™* xlse* sdsm:* xdsb:* xdam;* adbe* xd

All Files (%)

Tools =

cel Files ("™ * xdsie ™ sy adsh; *axdam; ™ xlb
Excel Files ("™ xlsg ™ adsm; ™ adsh; ™ adam,™ xbog™

e Al Web Pages (*.htm; = html;*. mht " mhtml)
AL Files (* sl

ext Files (*.prn;*.bd;*.csv)

Query Files (“igy;".doy;".oqy;".rqy)
dBasze Files (*.dbf)

Microsoft Excel 4.0 Macros (*.xlm;* xla)
Microsoft Excel 4.0 Workbooks (*.xlw)
Worksheets (*xlsg™ xlsm;™ xlsb:*.xls)

Once you select the right file type, you'll see your exported file.

odo . udl* dsngF mdbF mde
Access Databases (*.mdb;*.mde*.accdb;.accde)

=
=l Recent Places

m

- Libraries

@ Documents
J‘ Music

[ Pictures L.
E Videos

- Computer
S Local Disk (C:)
¥ sys (\USOE-FS1)

¢ computer (\dell T ¢ [ LI}

File name:

~ [AFiles )

Vl

Tools ~ | Open

M |

Cancel

)

Click on the export file, then click Open.

Working with the Text Import Wizard

(S|
? S) | . = ckersey » Desktop » Export Folder - || Search Export Folder Fel
Organize = Mew folder === S| @
e
i Name Date modified Type
70 Favorites | .
| STUDENT DIRECTORY.TXT 2/1/2011 11:45 AM Text Docum
Bl Desktop
& Downloads

.

The Text Import Wizard screen will display your file. Leave “Delimited” selected and press

Next.

© 2011 Utah State Office of Education — SIS2000+ File-out
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The Text Wizard has determined that your data is Delimited.
If this is correct, choose MNext, or choose the data type that best describes your data.
Criginal data type

Choos type that best describes your data:
0 - Characters such as commas or tabs separate each field.

th - Fields are aligned in columns with spaces between each field.

Startimport at row: | 1 =] File origin: 437 : OEM United States [~]

Preview of file C:\Users\ckersey\Desktop\Export Folder\STUDENT DIRECTORY . TXT.

2009/10", "a] »
" 1|'1|h1l-1lh 720 |_|
"A", "R 720 2008{
2 720 2009/

"A", "R 720 2009 -

r

< Back [ Mext = J[ Einish ]

1["32308","", "Cole”, "LeRoy", "Toad", "M", "N", "MU", "8", "A","
|2 ["99307, "1009930", "Adamskathlesn”, "Drapez”, ""

|3 ["éa66m, "1006486", "Aiello", "Julienne™, """
la ["16012", "1016012", "Alaniz", "Edward", "
|5 |"é995", "1006995", "2lderson”, "Bethann”, " "

4 | n |

The default delimiter is “Tab”, but we need “Comma” to be checked because we selected
comma as the delimiter when we were in FoxPro.

Checkmark “Comma”. It’s ok to leave Tab checked as well. Press Next.

(Gl ]

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below,

Text Import Wizard - Step 2 of 3

[ Treat consecutive delimiters as one

ext qualifier: |” El

[T other:

Checkmark Comma. It is ok to leave Tab

Data preview checked as well.

2308, "","Cole”, "LeRoy”, "Toad", "M", "N", "MU","8","A","A 720 2003/10","&","7{*
930,"1009930", "Adamskathleen”, "Drapec","" "N", MO, ST, AT, A 720 zo0f |
466, "1006466", "Aiello", "Julienna”, "", "F" . a","a","A 720 z00s/10")
§012, "1016012", "Alaniz", "Edward", "' "WH", 9" "R 720 Z00S/10%,

393, "100%993", "Alderson”, "Bethann", """, "F", "N", "WH", "8", "A", "R 720 2008/10]~

4 | 1 |

You'll notice that the Text Import Wizard now has columns. The screen displayed below is
showing a preview of what the data will look like when it is in Excel. Press Next.
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Text Import Wizard - Step 2 of 3 ¥ )
This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below.

Delimiters
Tab
[] semicolon [ Treat consecutive delimiters as one
Comma
- Text gualifier: | Izl
|:| Space
[T] other:
Data preview
2308 Cole eRoy oad 720 2| ~
230 [L003330 Rdamskathleen Praper 720 24 |
c468 [LO0646& Piello ulienne N 720 Z
€012 N01€01Z Rlani= FEdward 720 Z
£939 [L00€95%% Pplderson ethann T20 20 =
4 | m 3
Cancel ] [ < Back ] [ Mext = l [ Einish

The next screen allows you to choose if you would like to skip importing any columns, or to
select the data format for each column. These same changes can be made once the file has
been imported into Excel. Many people prefer to import too much information into Excel
and make changes there, rather than spending time making those decisions in the Text
Import Wizard.

Tenpor W cp 3 e

This screen lets you select each column and set the Data Format.

Column data format

@ General
_ ‘General' converts numeric values to numbers, date values to dates, and all
) Text remaining values to text.

o o [3]

() Do not import column (skip)

Data preview
eparz] enerz] ener e tene Pene Cene B Earara]
Cole LeRoy foad M 2 pT =] B B 720 2 =~
PBdamskathleen [Draper M 2 MIT B B B 720 20 |
g piello Mulienne E 2 ) ] B B 720 2
2 Rlaniz Edward il 2 2158 =] = B 720 Z
Plderson Bethann E 2 2158 =] B B 7Z0 2] =
2
’ Cancel ] [ < Back ]

Press Finish to have the file completely import into Excel.
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X[ ™~ =o)L |
Home Tnsert Page Layout Formulas Data Review View Add-Ins a @ = ﬂ
ﬂ ::E:;v Times New Roman - 12 -~ A° ,° = [%]\ B ‘ S Wrap Text General - ﬁ g E- Q‘ @ f :‘:‘tfsum " % m
" Gromarin| B 1 L7 |E 00 A = Sfueseacos 30 0 Grtws fom Gn | ouecfome 5o see ey
Clipboard IT.| Font ] ‘ Alignment ] ‘ Number IF1 ‘ Styles Cells | Editing
Al - £ | 32308 ~
A 1B [ c [ o[ B [ F [ 6 [ B[ 1 [ k [ L [ M [N [ o[ e [ o [f
1 32308! Cole LeRoy Toad M N MU 8A AT7202000A 720 2010 19960205 Chissay, Ev 30 [
2 | 9930 1009930 Adamskath Draper M N MU 9A A 720 2000A 720 2010 19940724 Weitzel, C 30 s¢
3| 6466 1006466 Aiello Julienne F N N 9A A 720 20004 720 2010 19950803 Oglesby. P 30 st
4| 16012 1016012 Alaniz Edward M N WH 9A AT7202000A 720 2010 19930731 Aldrich, Dc 305!
3| 6999 1006999 Alderson Bethann F N WH 9A AT7202000A 720 2010 19941005 Wittusen, X 30 st
6 | 8679 1008679 Amagrands Abil J F H WH SA AT7202000A 720 2010 19941216 Whittekienc 30 st
7 21611 1021611 Amidan  Alanna T F N WH 9A A 720 2000A 720 2010 19950406 Douthit, Ru 30 s
8 10149 1010149 Anderege Kortlynn T F N WH 9A A 720 20004 720 2010 19950122 Whittekienc 30 s!
9| 18406 1018406 Andrushko Savannah F N WH 9A AT7202000A 720 2010 19941124 Halayfia, Q _ s
10| 6507 1006507 Ankeny  El K M N WH 9A A T7202000A 720 2010 19950516 Estada, Wz 30 st
11 18118 1018118 Anzar Cristen Hanmi F N WH SA AT7202000A 720 2010 19950227 Aldrich. Dc s

Saving the File as an Excel File
Once you have the file open in Excel, you’ll want to save it as an Excel file. Remember that it
was imported as a text file.

Go to File > Save As.

X Save As

.\g Q_}v| . %= ckersey » Desktop » ExportFolder - H Eearch Export Folder
Organize » New folder SRR 4 (7]
3
B Desktop “  MName Date modified Type
& Downloads
. || STUDENT DIRECTORY.TXT 2/7/201111:45 AM  Text Docum
=l Recent Places
= Libraries
@ Documents
JF Music
[ Pictures
B Videos
1M Computer
& Local Disk ()
g sys (\WUSOE-F51)
L% computer (\dell = 4 | LU} 3
FIEL L =ARS TUDENT DIRECTORY bt -
Save as type: ’Tm (Tab delimited) (*.txt) v]
+ Hide Folders Tools - | Save | l Cancel l

You'll notice that the default file type is a “txt” file. Click the drop-down and choose the
Excel file type.
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E@ Excel Workbook (*xlsx)

' ‘ v|_ ok, el Macro-Enabled Warkbook (*.xlsm)
Rl 4 Excel Binary Workbook (*.xlsh)

] Excel 97-2003 Workbook (*xls)
Organize » Me XML Data (*xml)
Single File Web Page (*.mht;*.mhtml]
I Desktop Web Page (*htm;*.html)

4t Downloads  Excel Template (*.xlx)

Excel Macro-Enabled Ternplate (*.adtm)
Excel 97-2003 Template (*.xlt)

Text (Tab delimited) (*.bd)

U
=l Recent Places

4 Libraries Unicode Text (*.bet)
@ Documente XML Spreadsheet 2003 ("aml)
Microsoft Bxcel 5.0/95 Workbook (*.xls)
Ji Music CSV (Comma delimited) (*.csv)
[& Pictures Formatted Text (Space delimited) (*.prn)
) Text (Macintosh) (*.bd)
B Videos Text (MS-DOS) (*66t)
CEV (Macintosh) (*.csv)
C5V (M5-DOS) (*.csv)
DIF (Data Interchange Format) (*.dif)
& Local Disk (C:] SYLK (Symbolic Link) (*.slk)
_r Excel Add-In (*.xlam)
Sk sys (WUSOE-F Excel 97-2003 Add-In (*.xla)
L% computer (\\cppf (*.pdf)
. %P5 Document (*.xps)
File name: OpenDocument Spreadsheet (*.ods)

Save as type: iTmct i !ab deiimitedi I:tu'ti -

{4 Hide Folders Tools I Save I [ Cancel ]

18 Computer

Once you've selected the correct file type, the file name extension in the File name field will
reflect that change.

[i] 5ave As

.

g v| Ju = ckersey » Desktop » Export Folder
= - i = — e —

Organize = Mew folder s - @

Bl Desktop o Mame Date modified Type
& Downloads

“C] Recent Places Mo iterns match your search.
4 Libraries

@ Documents

J‘! Music

[ Pictures

B Videos

il Computer
& Local Disk (C3)
g sys (WUSOE-F51)
g computer (Vdell = 4 [ i [

File name: | STUDENT DIRECTORY.xlsx | -

Save as type: [El(cei Workbook (*xlsx) v]

Save Thumbnail

(= Hide Folders Tools = Save ] [ Cancel l
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Press Save.

Now the next time you go to open this file, it will open right up into Excel.
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